
 
 
 
 
 
 
 

 
 

NIS Budget Status Report 
 Mini-Manual 

 

 
 
 
 
 
 
 
 
 
 
 



 2

 

 

Enter your ID and 
Password then  
click here. 
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Click here 

… then here 
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Click “Budget Menu – Agencies” 

Click “Agency Budget Mgmt” 



 5

Click “Budget Reports”… 

Click “Budget Reports”… 
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Click here… 

Click here… 

F.Y.I.  These reports all have 
different formats, but all will return 
the correct information.  We 
encourage trying each report to see 
which fits your needs.  
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…Then click here 

Data Sequencing is 
optional.   
 

…Lastly click “Submit” 

ALWAYS  click “Data 
Selection” 

Clicking “Data Sequencing“ 
is optional.  But it allows 
you to better control the 
output of your report.  This 
mini-manual will not cover 
this feature. 

ALWAYS chose 
“is equal to” for 
this report 
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By Selecting “Literal” you are able to choose from a “Single Value”, “select a “Range of Values”, or “List of 
Values”.  This means if you want agency 54, 65, and 97 to appear on your report you would choose “List of 
Values”.

Either type your three digit 
Agency Number here or click 
the search feature. 

… Lastly click here 

Chose “Literal” 
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If you use the search, click the 
down arrow until you locate 
the desired agency… 

…then select 

Lastly, click “OK” 

Click “OK” 
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It is very important to narrow the search 
parameters.  You can add criteria by 
clicking here. 

Click here and select the 
proper Comparison ,in 
this case “is equal to” 

Select 
“Literal”  
and repeat 
the steps on 
page 7 –9. 

Lastly click “OK” 
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Period “10” =’s April 

“Fiscal year” is the 
year in which the 
records were started 

For information on 
working with the report 
information in Excel see 
the “NIS Reports Manual” 

…Click “OK” 

Lastly click “OK” 

Important 
Sometimes the processing options can be different from the criteria you 
need.  A good rule of thumb is to always in any report you run, check all 
the processing options for that report. 
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Once you have 
submitted your report 
request, this screen 
will return. 

To check on the status of your report request, 
click “View Job Status”. 

Click “Find” 



 13

 

Select “NISPRD” 

Then click “Select” 
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Hint:  Click Find to “refresh” your screen.  
When you “refresh” it gives you the most 
current information concerning you request. 

Once the Description reads “Done”, click here… 

Click “Row” then “PDF” 



 15

 

Here is your report.  It could take a 
couple seconds to appear depending 
on the number of pages on your 
report. 


